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July  20,  2004 


Audit  Number  03046 


Gerald  Green,  Director 
Planning  Department 
1660  Mission  Street 
San  Francisco,  CA  94103 

Dear  Mr.  Green; 

The  Office  of  the  Controller  (Controller)  presents  its  report  concerning  the  audit  of  the  cash 
revolving  fund  of  the  Planning  Department  (department).  The  department  uses  the 
revolving  fund  to  pay  for  developing  film,  postage,  and  miscellaneous  office  supplies. 

Reporting  Period:  January  1 , 2003,  Through  May  27,  2004 

Authorized  Amount:  $200 


• As  of  May  27,  2004,  the  department’s  cash  revolving  fund  exceeded  the  amount 
authorized  in  the  San  Francisco  Administrative  Code  and  recorded  in  the  Controller’s 
Financial  Accounting  and  Management  Information  System  by  $6.00  due  to  a bank 
error.  Nevertheless,  the  department  used  the  fund  assets  within  the  intended  purpose  of 
the  fund  and  expenditures  were  valid  and  properly  supported.  In  addition,  the  total 
authorized  amount  is  adequate  to  meet  the  needs  of  the  department. 

• The  department  needs  to  improve  some  of  its  administrative  procedures  over  its 
revolving  fund.  It  did  not  adequately  segregate  the  incompatible  duties  of  its  revolving 
fund  custodian  when  it  allowed  the  custodian  to  have  custody  of  the  checkbook  and 
also  receive  bank  statements  and  conduct  the  monthly  bank  reconciliations. 


Results: 


Ed  Harringtoi 
Controller 
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INTRODUCTION 


BACKGROUND 


The  Board  of  Supervisors  of  the  City  and  County  of  San 

Francisco  appropriated  a cash  revolving  fiind  of  $200  to  the 
Planning  Department  (department)  under  the  San  Francisco 
Administrative  Code  (Administrative  Code)  Section  10.169-14. 
The  department  uses  the  revolving  fimd  to  pay  for  developing  film, 
postage,  and  miscellaneous  office  supplies. 


SCOPE  AND  METHODOLOGY 

The  purpose  of  this  audit  was  to  determine  whether  the 
department’s  revolving  fund  assets  agreed  with  the  amount 
authorized  in  the  Administrative  Code  and  recorded  in  the 
Controller’s  Financial  Accounting  and  Management  Information 
System  (FAMIS).  We  also  determined  if  the  department  properly 
administered  and  used  the  revolving  fund.  In  addition,  we  assessed 
whether  the  internal  controls  over  the  fund  were  adequate,  and 
whether  the  revolving  fund  was  sufficient  to  meet  the  department’s 
operational  needs. 

To  conduct  the  audit,  we  reviewed  the  applicable  provisions  in  the 
Administrative  Code,  the  Controller’s  Departmental  Instruction 
No.  1052,  and  the  Purchaser’s  Guide  to  Ordering  Goods  and 
Services.  We  evaluated  the  department’s  procedures  for  recording, 
summarizing,  and  reporting  the  revolving  fund  transactions.  We 
tested,  on  a sample  basis,  the  department’s  revolving  fund 
transactions  during  the  audit  period  to  determine  whether  the 
transactions  were  proper  and  valid. 
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AUDIT  RESULTS 


THE  DEPARMENT’S  REVOLVING  FUND  TOTAL 
EXCEEDS  THE  AUTHORIZED  AMOUNT 

As  of  May  27,  2004,  the  department’s  cash  revolving  fund 
balance  of  $206  exceeds  the  amount  authorized  in  the 
Administrative  Code  and  recorded  in  FAMIS  by  $6.00. 
The  authorized  amount  is  $200.  According  to  the  department’s 
revolving  fund  custodian,  this  overage  is  due  to  a bank  error  in 
which  the  bank  incorrectly  recorded  a check  amount  for  $6.00  less 
than  the  actual  amount  written  on  the  check. 


THE  DEPARMENT  NEEDS  TO  IMPROVE  THE 
ADMINISTRATFON  OF  ITS  REVOLVING  FUND 

Although  the  department  used  the  revolving  fund  assets  within  the 
intended  purpose  of  the  fund  and  expenditures  were  valid  and 
properly  supported,  the  department  did  not  adequately  segregate 
some  incompatible  duties  of  the  revolving  fund  custodian.  The 
department  allowed  the  fund  custodian  to  directly  receive  the  bank 
statements  for  the  cash  revolving  fund  and  to  prepare  the  monthly 
bank  reconciliations.  Although  we  did  not  identify  any  errors  or 
irregularities,  and  the  department’s  fiscal  officer  reviews  and 
approves  the  bank  reconciliations,  the  Controller’s  Departmental 
Instructions  No.  1052  requires  someone  other  than  the  fund 
custodian  receive  the  bank  statements  and  prepare  the  monthly 
bank  reconciliations. 

Finally,  we  determined  that  the  revolving  fund  amount  is  adequate 
to  meet  the  department’s  operational  needs. 


RECOMMENDATIONS 

To  ensure  that  the  Planning  Department  properly  administers  it 
revolving  fund,  the  department  should  take  the  following  actions; 

• Request  the  bank  to  correct  the  $6.00  error. 

• Request  that  the  bank  directly  send  the  monthly  bank 
statements  to  its  department  head.  The  department  head  can 
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then  forward  the  statements  to  the  person  who  is  to  conduct  the 
monthly  bank  reconciliations. 

• Assign  the  function  of  preparing  monthly  bank  reconciliations 
to  someone  other  than  the  fund  custodian. 


We  conducted  this  review  according  to  the  standards  established 
by  the  Institute  of  Internal  Auditors.  We  limited  our  review  to 
those  areas  specified  in  the  audit  scope  section  of  this  report. 


Staff:  Helen  Vo 
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DEPARTMENT  OF  PLANNING 
RESPONSE  TO  THE  AUDIT: 


PLANNING  DEPARTMENT 

City  and  County  of  San  Francisco  • 1660  Mission  Street,  Suite  500  • San  Francisco,  California  • 94103'2414 


MAIN  NUMBER 

(415)  558-6378 


PIRECrOR'S  OFHCE  ZONING  ,U)MINISTR^VTOR  PLaiNN'ING  TNFORMA  flON 
PHONE:  558-0411  PHONE;  55S-6350  PHONE;  558-6377 


CO.MM155ION  CALENDAR  ■ 
INFO:  558-6422 


4THFliOOR  STHFLCXIR 

FAX:  558-6426  FAX:  558-6409 


MAJOR  ENVIRONMENTAL 
FAX;  558i5991 


BSTERNETWEB  SITE 
W3VW.SFGOV.ORG/PLANNTNG 


July  15,2004 


Edward  Harrington,  Controller 
City  Hall  - Room  316 
1 Dr.  Charles  B.  Goodlett  Place 
San  Francisco,  CA  94102-4694 

RE:  2003-04  Revolving  Fund  Audit 

Dear  Mr.  Harrington: 

Please  allow  this  letter  to  stand  as  a formal  response  to  the  issuance  of  the  Controller’s 
Office  audit  of  the  Planning  Department’s  revolving  fund.  The  Department  has  reviewed 
the  document  and  has  no  issue  with  the  recommendations  offered.  In  Fiscal  Year  2004-05 
attempts  will  be  made  to  implement  the  suggested  procedural  changes. 

If  there  are  any  further  questions  in  regard  to  this  matter  please  do  not  hesitate  to  contact 
the  office  of  the  Depaitmenl  Fiscal  Officer,  Costolino  Hogan  at  558-6610. 


Sincerely, 


Gerald  Green 

Director  of  Planning 

San  Francisco  Planning  Department 
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Board  of  Supervisors 
Civil  Grand  Jury 
Budget  Analyst 
Public  Library 
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